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Project Leader Reminders
	7-10 days before event
	[Inasmuch Coordinator] will send each Project Leader a final Master Project List of all those signed up for each project 7-10 days prior to the Inasmuch Day; names of volunteers who sign up after this time will be forwarded as they come in.  Please let [Inasmuch Coordinator] know if you have additional volunteers that are not on the Master List.

	1 week before event
	MOST IMPORTANT TASK:  You will need to call or e-mail all volunteers who sign up to work on your project, preferably by 1 week prior to the event. 

· Remind them of the Inasmuch Day date.

· Describe to them exactly what the project is – what task(s) will be performed.

· Let them know where and what time they should meet.

· Let them know what materials/tools they need to bring with them.

· Please get a cell phone number for each volunteer if possible, especially those working away from the church.


Contact the Inasmuch Coordinator if you have any questions.
Event Coordinator Name: ___________________________

Email address: ___________________________

Phone: ___________________________
